
INSTRUCTIONS See Publication No. 76-RM-? for instructions on completing this form. Forward signed-original to 

FOR AGENCY USE 
.pplication Date 

.pplication Number 

Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia. -30334, 
Attention: Scheduling Section. 

1. Agency Address FOR RECORDSMANAGEYENT USE 

Georgia World Congress Center 

Atlanta, Georgia 30313 Date Rccsiued 

Awlication Number 

Date ComplereLL 
285 International Blvd. NGI BLC.-I\ 

.. Dates of Series 
iarliest Latest 

1980 I Present 

Purchasing Division I m Z O  1984 I APRs 198a 
. PerlontoContact Working Ti t le Telephone Number 

5. Remrds Series T i t l e  lfollowed by tide usd in office; if different) 

Telephone Bid F i le  

Evelyn Mason Control 1 er 656-7600 
. Action Reauened 

. Remrd Series Description This file wntains the following documents (include form numbersand titles, ifany): 
Attach samples of th,e file. 

Documents relating to: Obtaining telephone quotations from vendors 

Included are: Telephone quote record which includes description, person contacted, 
and u n i t  price from three vendors. 

File i s  arranged: Alphabetically by awarded vendor. 

. Monthly Referena Rate How often are records referred to which are: 

One to six months old Sel ; Seven to twelv; months old 0 ; Thirteen to twentyfour months old 0 ; 

twenty-five months and older ? 

; Other lrpmify) 



i 1. I 
Wention Requirements The following requires the series t o  be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation years. e. Administrative need 
c. Federal law years. f. Federal retention instructions years. 

Attach copy or excert of laws a regulations. Explain administrative need. 

6 mths 'Imn. 

Office reference requirements. 

2. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each: 
0 Calendar Year; 0 Fiwal Year; rid Other 6 t h e n .  

0 Hold in the current files area monthls) year(s); then 
0 Transfer t o  local holding area; hold 
0 Transfer t o  State Records Center, hold 
LX! Destroy 

Transfer t o  State Archives for permanent retention. 
0 Other &ecify) 

yearb); then 
yearlsl; then 

Accounting copy maintained with schedule #81-650. Requesting Department's copy 
kept until no longer needed for reference purposes;kk dcs+e A. Y 

These instructions apply to a l l  prior and future accumulations of the series. 

lemmmendations in para- 
raph 12 are approved. 
If disapproved, attach letter 
If explanation.) Seaetary of Statemesignee 


